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POLICY:   Cumberland Heights complied with the HIPAA rules and regulations, as well as 

with 42 CFR, regarding a patient’s request to amend their medical record. To ensure an orderly 

processing and review of patient requests, the following procedures have been developed. 

 

PROCEDURE: 

 

1. When a patient states that there is an error in their record and wants to have it 

changed, the patient is directed to Medical Records to complete a Request to Amend 

Record.  Cumberland Heights then has 60 days to respond.   

2. The Request to Amend Record is forwarded to the Medical Records Supervisor who 

consults with the Program Director, and Quality Management Director. An 

investigation is done to determine whether or not the record is in error and should be 

amended.  

3. The decision is written on the Request to Amend Record form by the Medical Records 

Supervisor.  

4. The patient is informed of the decision by the Medical Records Supervisor.  

5. The patient's Request to Amend Record is scanned into the record. 

6. If an amendment is to be made to the record, it is done by the Program Director and/or 

Quality Management Director and is documented as a progress note.  The note is 

marked "Amendment."  

7. The original content of the patient record is not altered so as to maintain the legal 

credibility of the medical record. The original content, the request, and the amendment 

if granted will stand together as part of the permanent medical record.  

  

 


